
 
 

STATE OF WASHINGTON 
 

OFFICE OF FINANCIAL MANAGEMENT 
 

Insurance Building, PO Box 43113  Olympia, Washington 98504-3113  (360) 
902-0555 

 
April 9, 2003 
 
 
TO:  Agency Budget Officers 

All Agencies 
 
FROM: Lynne McGuire 
  Budget Operations Manager 
 
SUBJECT: SUPPLEMENTAL BUDGET ALLOTMENT INSTRUCTIONS 
 
This memo provides the instructions agencies need for completing supplemental budget 
allotments.  The Governor has signed the 2003 supplemental budget bill for operating and 
capital budgets.  We expect to have the updated appropriation schedules out to you 
sometime next week.  Updated transportation appropriation schedules will be sent to you 
when the supplemental transportation budget has been signed.  
 
 
Allotment Submittal Due Dates  
Agencies should not expend funds without prior allotment approval.  The due dates 
below should allow sufficient time for OFM review and any necessary corrections before 
the relevant fiscal month close.  

• To expend supplemental appropriations in April, submit allotment by Wednesday, 
April 25 

• All other supplemental allotments are due to OFM no later than Friday, May 23.   
 
Types of Supplemental Allotment Packets 
Agencies may need to submit three different types of allotment packets:   
 

1. An “L” packet to reflect agency-specific appropriation changes and the 
associated cash receipts and disbursement changes. 

2. A “D” packet to reflect any other updates to cash estimates not related to the 
supplemental budget. 
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3. A “C” packet to reflect any capital allotment changes. 
 
The instructions for each type of packet are described below.  
 
Packets to reflect agency specific operating appropriation changes (L) 
Agencies with appropriations in the supplemental operating or transportation budget bills 
must submit an “L” packet that makes only those supplemental allotment changes 
contained in the operating and transportation appropriation schedules.   

 
Refer to the 2001-03 Operating and Capital Allotment Instructions (particularly chapters 
two and six) http://www.ofm.wa.gov/budget/instructions/allotment/index.htm, or the APS 
or TAPS system guides for more instructions on how to prepare and submit those 
packets. 
 
 
Packets to reflect other updates to cash receipts and disbursements estimates (D) 
Realistic, up-to-date cash allotments for all funds are needed to project aggregate 
monthly cash balances in the treasury.  Cash allotment adjustments related to 
supplemental budget changes should be made in an L packet.  Please submit a D packet 
to reflect other changes in assumptions related to cash—for example, the March 2003 
revenue forecast.    
 
Refer to the 2001-03 Operating and Capital Allotment Instructions for more detailed 
instructions on how to prepare these packets. 
 
 
Packets to reflect capital appropriation changes (C) 
Agencies with capital appropriations in the supplemental operating and capital budget bill 
must submit a “C” packet that makes only those supplemental allotment changes 
contained in the capital appropriation schedule.  Please refer to the 2001-03 Operating 
and Capital Allotment Instructions for more detailed instructions on how to prepare these 
packets. 

 
We appreciate the effort that these allotment requirements take and will provide any 
assistance we can.  Please contact your assigned budget analyst if you have questions.  
Thank you for your careful attention to this allotment update process.   
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